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Welcome to the DELPROS Online Portal!

This DELPROS self help user guide will assist you in registering as a new user and navigation your DELPROS e-License
Dashboard.

DIVISION OF

PROFESSIONAL

Our Mission is to credential qualified professionals to ensure REGULATION the protection of the public's health, safety, and welfare.

DEPARTMENT OF STATE

CNFORCING PROFESSIONAL STANDARpg

Search & Verify License Apply/Manage a License File a Complaint
and Service Requests
Look up public information on File a new license application, manage File a complaint against a Delaware
professional licenses and applicants. existing licenses, request license person or business.

services or initiate service requests.



DELPROS Online Portal e-License Dashboard

The actions on the DELPROS Portal are taken by public users. Public users must create an account to register in
DELPROS in order to participate in the services provided.

Creates a new user account or
logs in as an existing user

Views the Dashboard to begin
applying for services

Public User navigates
to the DELPROS

landing site page Logs out of the online portal
when complete

DELPROS Portal ’




| Don’t Have a License — DELPROS User Registration

This section illustrates how to create a new user account in DELPROS.

Search & Verify License

Look up public information on
professional licenses and applicants.

Apply/Manage a License
and Service Requests

File a new license application, manage
existing licenses, request license
services or initiate service requests.

y

[ 1. Click the GO button. }

File a Complaint

File a complaint against a Delaware
person or business.



| Don’t Have a License — DELPROS User Registration

Complete the below steps to register as a new user without a license or application.

HOME LICENSE LOOK-UP FILE A COMPLAINT LOG IN

New Users Existing Users
Create a New Account Login
Register here for a new DELPROS account. Emal
If you currently have a license or previously applied for a license or certificate in *
Delaware and do not have a login through this portal, please select “| have a License”. Fassword
If you currently do not have a license or have not previously applied for a license or *

certificate in Delaware, please select 1 don’t have a License”.

If you have previously submitted a Service Request using a DELPROS account, login
as an Existing User.

If you do not have a DELPROS account and wish to submit a Service Request, please Forgot Username?| Forgot Password?
select “| don't have a License” to create a DELPROS account.

| HAVE A LICENSE | DON'T HAVE A LICENSE

X 2. Click the | DON’T HAVE A LICENSE button.

\ Y,




| Don’t Have a License — DELPROS User Registration

Complete the below steps to register as a new user without a license or application.

DELPROS User Registration

PORTAL Register here for a new DELPROS user account.

Enter all required information and ensure that you
provide your social security number (SSM), if you have a
SSN. If you do not have a SSN, when you begin a new
application you are reguired fo check the box that states
"1 do not have a social security number.” =

You can manage and change your email address and
phone information from the Manage Profile option on
your Diashboard

11 don't have a Socia Security Number

A 4

3. Complete the required information
in the applicable fields (required fields
are marked with an asterisk)

Password must contain:
O More than 10 Characters
O 1Uppercase Latter
O 1 Lowsrcase Lettsr
O 1 MNumber

O 1 Specisl Character (e.g. 5%"@H)

Password must not contain:

[4. Click the Submit button. ]7




| Have a License — DELPROS User Registration

Complete the below steps to register as a new user with a license or application.

DELPROS
PORTAL * HOME  LICENSELOOKUP FILEACOMPLAINT  LOGIN
New Users Existing Users

Create a New Account Login
Email

Register here for a new DELPROS account. m

If you currently have a license or previously applied for a license or certificate in *

Delaware and do not have a login through this portal, please select | have a License”. Password

If you currently do not have a license or have not previously applied for a license or *

certificate in Delaware, please select “| don't have a License”.

If you have previously submitted a Service Request using a DELPROS account, login
as an Existing User.

If you do not have a DELPROS account and wish to submit a Service Request, please Forgot Username?| Forgot Password?
select ‘| don't have a License” to create a DELPROS account.

I HAVE A LICENSE I DON'T HAVE A LICENSE

1. If you have an existing Individual license,
click the I HAVE A LICENSE button.




| Have a License — DELPROS User Registration

Complete the below steps to register as a new user with a license or application.

DELPROS
PORTAL

User Registration

Register here for a new DELPROS user account
associaled with your exisling Delaware professional
license(s). All fields marked with an (*) are required.

In the “First Name"” and “Last Name" fields, you
must enter each name ag it appears on your current
professional license.

If you do not have the required security code, click the
OBTAIN SECURITY CODE button. You will be required
to enter your exact email address that is on file for your
current professional license.

. Click the Submit button. ]7

2. Fill in the required information in the
applicable fields (required fields are marked
| With an asterisk)

CETAIN SECURITY CODE

Password must contain
O Meaore than 10 Characters

O 1 Uppercase Letter

O 1 Lowercase Letter
O 1 Number
O 1 Special Character {.g. 3%"@#)

Pazsword must not contain:
O User's First andior Last Mame

Click OBTAIN SECURITY
CODE if you do not have
one. See next slide.




| Have a License — DELPROS User Registration

This section shows how to Request your Security Code.

oeeros | Request Security Code

PORTAL

Request your security code by entering the email address that DPR has on file. This is
the email address associated with your license.

® Email
Emai

portal.tester@noemail.com

SUBMIT

matching email address, the security

(If you have an existing Contact with a
Lcode will be sent via email




Welcome to Your e-License Dashboard!

From your Dashboard you may apply for a license or begin requesting services.

$ DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION L_1) ( \

Click here to:
O Manage Profile
O Manage Facility

Welcome to your DELPROS Dashboard

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Edugation) to navigate to additional features of DELPROS. See below to Apply for a New
License or view your License(s) and/or Applications. D Logout

Use the Cart Link to navigate to the cart to pay pending fees. \

J

Are you applying for a new facility license? Click here to create your Facility Account in DELPRPS by clicking before starting your application.

4+ APPLY FOR A NEW LICENSE < \

his is the Navigation bar for other services:

Dashboard: Landing page after log in

License Look-Up: Verify a license online

File A Complaint: Submit a Complaint

Service Request: License or Application Maintenance
Continuing Education: Enter CE hours in the CE Tracker
Cart: Make a payment for any unpaid fee(s) /

)

New License Applications

To edit or withdraw an application, please click on the Optiojs button.

Click here to apply for
a new license.

The license application process IS very simple.
Instructions for each stage of the license application will
explain what information is necessary to move forward
to the next stage of the application process. The status
indicators at the top of each page of the license
application will indicate what stage you are currently in
for the process. Once you have completed the license
application and submitted it, the appropriate Board will
review your license application.

SORT BY

/EHSIEIEIEIEI

ABOUTDPR  FAXUS  FREQUENTLY ASKED QUESTIONS  FOIA REQUEST FORM

g © 2020 State of Delaware. All rights reserved. 10




Applying for New License — Individual

Complete the following process to apply for a new license on the DELPROS Portal.

DELPROS
PORTAL

2 DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT

Welcome to your DELPROS Dashboard

SERVICE REQUEST CONTINUING EDUCATION AL} l

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See below to Apply for a New

License or view your License(s) and/or Applications.

Use the Cart Link to navigate to the cart to pay pending fees.

Are you applying for a new facility license? Click here to create your Facility Account in DELPROS by clicking before starting your application.

+ APPLY FOR A NEW LICENSE <

(1. Click the APPLY FOR A

New License Applications

To edit or withdraw an application, please click on the Options button.

SORT BY v

The license application process is very simple.
Instructions for each stage of the license application will
explain what information is necessary to move forward
to the next stage of the application process. The status
indicators at the top of each page of the license
application will indicate what stage you are currently in
for the process. Once you have completed the license
application and submitted it, the appropriate Board will
review your license application

LNEW LICENSE button.

11



Applying for New License — Individual

This section illustrates the steps users must follow to apply for a new license on the DELPROS Portal.

DELPROS
PORTAL

DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION - '

(" .
_ 2. Select a profession
Select a Profession v

License Selection “None-. y from th.e Select a
KProfessmn drop-down.

Select the profession for which you are seeking a
license. Next, select the specific license type from the
Select a License dropdown. —None-—- hd

Select a License v

-
3. Select the type of

license from the Select a
CANCEL SAVE AND CONTINUE .
\Llcense drop-down.

A

f D
4. Click the SAVE AND
CONTINUE button.

\

12



Applying for New License — Individual

This section illustrates the steps users must follow to answer Application Wizard and Eligibility Questions

DELPROS
PORTAL

& DASHBOARD LICEMSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION

License Selection

Select the profession for which you are seeking a
license. Next, select the specific license type from the
Select a License dropdown.

Select a Profession

Mursing v

Select 3 License

Licensed Prageiicaliluzs

L]

1

A 4

Application Type Wizard

By answering the following guestions, the application
type for the license application will be automatically
determined

Do you hold or have ever held an active Nursing license
of the same fype in Delaware or another jurisdiction
(state, U.S. territory or District of Columbia)

AND

“Your home state of residence is Delaware or a siate that
is not a Nurse Licensure Compact (MLC) state?

Oives ®No

Are you applying to take the MCLEX exam or have you
passed the NCLEX exam?

AND

‘Your home state of residence is Delaware or a state that
is not a Murse Licensure Compact (MLC) state?

@ves OMNo

Application Type

Examinafion

Eligibility
By answering the following questions, eligibility for the

licenze application will be determined. Confirmation will
be noted if eligibility is met.

Has it been a five years (60 months) since you
graduated from your nursing program?

Oves Ono

5. Some license types have Application
Type Wizard questions to help select the
appropriate type of Application
(Examination, Reciprocity etc.)

J

-

6. Some license types have Eligibility \
questions to determine if an applicant

is able to proceed with the application
based on their prior experience.
Complete these questions and click
\Submit at the bottom of the page. /

A

13




Applying for New License — New Facility

Complete the following steps to add a new facility on the DELPROS Portal.

DELPROS

PORTAL
DASHBOARD  LICENSELOOK-UP  FILEACOMPLAINT  SERVICE REQUEST  CONTINUING EDUCATION W g I

MANAGE PROFILE

Welcome to your DELPROS Dashboard

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See bg LOGOUT
License or view your License(s) and/or Applications.

MANAGE FACILITY

\ 4

Use the Cart Link to navigate to the cart to pay pending fees. e D

1. Navigate to the DELPROS
Portal and log in.

. J
=+ APPLY FOR A NEW LICENSE

e p
2. Click the MANAGE FACILITY

New License Applications link.

. J

Are you applying for a new facility license? Click here to create your Facility Account in DELPROS by clicking before starting ydur application.

To edit or withdraw an application, please click on the Options button.

14



Applying for New License — New Facility

Complete the following steps to add a new facility on the DELPROS Portal.

DELPROS
PORTAL

DASHBOARD LICENSE LOOK-UP FILE ACOMPLAINT SERVICE REQUEST

£

Manage Facility

To apply for a new Facility License click on the bution below.

+ APPLY FOR A NEW LICENSE

Associate to an Existing Facility

license and click “Submit’. If you do not have a Secunty Code for the Faci

ity, click 'Request Security Code.

Add New Facility

To add a new Facility, ct

e type o
ted all of the information, click 'Submit' when completed

required field. Once y
The account alias will be used fo identify specific Facility if you manage multiple Facility with the same name

You can add an existing Facility if the Facility is currently licensed. To do so, enter the Facility Security Code and Facility name exactly as it appears on the

of ownership from the 'Registered As' dropdown menu. Each field noted with ™' is a

CONTINUING EDUCATION L] l

3. Click the carat (*) icon to expand the
Add New Facility section.

A

15



Applying for New License — New Business

Complete the following steps to add a new facility on the DELPROS Portal.

Add New Facility

DELPROS To add a new Facility, complete the information fields. Select the type of ownership from the 'Registered As' dropdown menu. Each field noted with ' is a
PORTAL required field. Once you have completed all of the information, click 'Submit' when completed.

The account alias will be used to identify specific Facility if you manage multiple Facility with the same name.

. ° 4. Enter the information in the
fields marked with an asterisk (*).

Registered As

*  _ select-- v (7]
* * Q
* 5. Click the Submit button.

suBMIT <

16



Applying for New License — New Facility

Complete the following steps to add a new facility on the DELPROS Portal.

DELPROS '
PORTAL Q DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION A1)

Manage Facility »
To apply for a new Facility License click on the button below. Th e faC| I lty haS been

successfully added.

Facility Facility Alias Security Code First Name LastName Phone Secondary Phone Facility Email o

Marvel Universe Marvel Universe 0271972 Captain America 1231231231 chrisevans@marvel.com e ~

My Employees
Employee License Un-Licensed Employee 6. Click the (A) to View My

== - Employees

Please refer to the Support page for any questions on adding applicable employees.

ionale Board

You can ADD EMPLOYEES and
manage existing employees using
Associate to an Existing this bUtton/seCtiOn v

You can add an existing Facility if the Facility T v T 10 00 S0, CIeT e T oGy SECuy Cous ol oy nae crachy 4s it appears on the
license and click “Submit’. If you do not have a Security Code for the Facility, click 'Request Security Code.'

Please click here to download Business Filin

17



Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

& -4
MANAGE FROFILE

Welcome to your DELPROS Dashboard VANRGE FACITTY

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See be Locout
License or view your License(s) and/or Applications.

SERVICE REQUEST CONTINUING EDUCATION

FILE A COMPLAINT

DASHBOARD LICEMSE LOOK-UP

1. Navigate to the DELPROS
Portal.

H

>

Use the Cart Link to navigate to the cart to pay pending fees.

Are you applying for a new facility license? Click here to create your Facility Account in DELPROS by clicking before starting your application. 2 Cl |Ck the MANAGE FACI LITY
ink

New License Applications

To edit or withdraw an application, please click on the Options button.

18



Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

b §

SERVICE REQUEST CONTINUING EDUCATION L]

LICENSE LOOK-UP FILE ACOMPLAINT

DASHBOARD

DELPROS
PORTAL Q;

Manage Facility

L~

y for a new Facility License click on the button below
3. Click the carat (*) icon to
expand the Associate to an

To apply

v
Existing Facility section.

Associate to an Existing Facility
You can add an existing Fac the Facility is currently licensed. To do so, enter the Facility Security Code and Facility name exactly as it appears on the
license and click “Submit’. If you do not have a Security Code for the Facility, click 'Request Security Code
N
v
Add New Facility
To add a new Facility, complete the information fields. Select the type of ownership from the ‘Registered As' dropdown menu. Each field noted with ™ is a
required field. Once you have completed all of the information, click "Submit’ when completed
The account alias will be used to identify specific Facility if you manage multiple Facility with the same name




Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL
Ve 5 ™\ ) . .
4. Enter the Security Associate to an Existing Facility "
COde aSSOCiated Wlth YO AT fott ity if the Facility is cumently licenzed. To do so, enter the Facility Security Code and Facility name exactly as it appears on the
Mg license and click “Submit’. If ypu do not have a Security Code for the Facility, click 'Request Security Code.”
\_the Facility y %
4 ope ™\ Security Code
5. Enter the Facility % 0079030
Name as it appears on —
. SCIRY MName
\the license. J ™ *| Marvel Universg|
4 )

6. Click the Submit

button. [= ===

. J 7'y

]
Note: If users do not have their Security Code, they can click the REQUEST SECURITY CODE button*, enter their email address i
or FEIN Number, and the Security Code will be emailed to them. If they receive an error stating that their information cannot !
]
]
]
]

be found, they are advised to contact the Board office.

e o o o o o o o o o o o o o S S o S S o o S S o S S S S S S o S S S S S S S S S S -



Applying for a Facility License — Requesting Security Code

Follow the below steps to request the Facility Security Code be emailed to you.

DELPROS
PORTAL

Facility Security Code

In arder to obtain the Security Code for a Facility, enter the email address or FEIN on file for the Facility and click "Submit’. The Security Code will be sent to the email address on file for
that business in DELPROS. If you are still having trouble registering the Facility please contact Customer Service by email at customerservice dpri@delaware gov ar by phone at (302)
744-4500.

® Email O FEIN <

) (1. Click Email or FEIN then enter

Lthe facility email or FEIN number.

[

L 2. Click the Submit button.

21




Applying for New License — Adding an Existing Facility

Complete the following steps to add an existing facility.

DELPROS
PORTAL

Manage Facility

Business Business Alias  Security Code  First Name Last Name Phone Fax Business Email Edit
Delpro Motorcyle Club 00Drsti Daniel Mark (910) 000-1144 daniel@delpromotorcycleclub.com d
Marvel Industries 0009374 Mark Webb (912) 3456789 mark@marvelindustries.com 4

A

The Security Code is used to retrieve the
applicable existing Facility information.

22




Applying for a Facility License

Follow the below steps to apply for a facility license.

DELPROS
PORTAL

DASHBOARD LICENSE LOOK-UP FILE ACOMPLAINT  SERVICE REQUEST = CONTINUING EDUCATION - l

Welcome to your DELPROS Dashboard

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See below to Apply for a New
License or view your License(s) and/or Applications.

Are you applying for a new facility license? First, create your professional business account in DELPROS by clicking here before applying.

4+ APPLY FOR A NEW LICENSE <

é Y
1. Click the APPLY FOR A NEW

LICENSE button.

23
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Applying for a Facility License

Follow the below steps to apply for a facility license

DELPROS
PORTAL

License Selection

Select the profession for which you are seeking a
license. Next, select the specific license type from the
Select a License dropdown.

Eligibility
By answering the following questions, eligibility for the

license application will be determined. Confirmation will
be noted if eligibility is met.

Select a Profession

Architecture v

Select a License

Certificate of Authorization-Architect v

Application Type

Initial Application v

Please select an account

2. Select a Facility account
to associate.

A

--None-- v

Did you not see your business account above? Click
here to add a new business account

Is your business a Partnership, "S" Corporation, "C"
Corporation, Limited Liability Company, Limited Liability
Partnership or a Sole Proprietorship?

3. Complete the eligibility
Wizard and/or Eligibility

OYes O No

Questions if applicable.
Then Click the SAVE AND
CONTINUE button.

CANCEL

SAVE AND CONTINUE <

- J




Applying for New License — Individual and Facility

This section illustrates the steps users must follow to apply for a new license on the DELPROS Portal.

r : : :
1. After completing all sections, verify
your answers in the Question Summary
DELPROS New License Application d click the I A seldh
PORTAL __and click the | Accept checkbox.

— () 4 )
APPlil 2 Enter your First Name and Last

Name to sign electronically.

Have you ever held any license type to practice as an Architect in any jurisdiction other than s )
Question Summary Delaware? «If yes enter information in Licensure History section about each architecture license Attestd ToTT AFFIDAVIT

that you have ever held
The undersigned, affirm according to law, states that he/she is the person who corgpleted and signs

No
this application, that the statements contained in the application are true, that he/s§e has not
suppressed any informatien that might affect this application, that he/she understagds that
Have you ever been convicted of or entered a plea of guilty or nolo contendere (no contest) to any . . . . . . . - .
felony, misdemeanor or other criminal offense, including any offense for which you have received a participating or cooperating in fraud or material deception in order to be licensed cquld result in the

pardon, in any jurisdiction? denial or revocation of the application or license and mandatory reporting of such 4ctions to the

Attorney General for further action, and that he/she has read and understands thisfaffidavit.

Consent to Electronic Signature

Are criminal charges pending against you in any jurisdicion?

No | [ 1 Accept =:

Has any jurisdiction (state. the District of Columbia or U.S. temitory) ever denied your application for
licensure?

Type your First Name and Last Name as they appear on the application to sign electronically.
Yes

I
»

Ha'e you received any administrative penaity (discipline) regarding your practice of your profession? c'Apur\fa Asthana)

Are you now, or have you ever been, dependent on the use of aicohol, stimulants, or habit-forming

drugs? After clicking the “Submit’ button below, you will no longer be able to change this application. DO
lo i NOT USE THE BROWSER'S BACK BUTTON AS THAT MAY OVERWRITE YOUR DATA. If you

Submit your S BAC . /
want to return to your application, simply log out and log back in

Application

If this application requires payment you will be prompted to begin the payment process. You must

complete the payment process before the board will review your application. If this application does

App”cation Review Compieted not requilrle p?yment: you will be navigated back to the eLicense home page and the board will review
your application

SAVE & FINISH LATER SuBMIT

A

3. Click the SUBMIT button. } 25




Applying for New License — Individual and Facility

This section illustrates payment portion of a License Application

DELPROS 4. Click to select the checkbox.

PORTAL

Cheryl Devaney's Chrt

PLEASE DO NOT USE THE BROWSER'S BACK BUTTON AS THAT MAY OVERWRITE YOUR DATA.

If you want te return to your applicatiof, simply click on the DASHBOARD link located at the fop of the page

To confinue paying, select the appropifate fees or fines you wish to pay by marking the checkbox located next to the fee, and then press the CONTINUE bution.
ALL PAYMENTS ARE NON-REFUNCJBLE.

Cart #X-2019-08-08_04-10-41

ms | Checkout | Confirmatian

Licensee Name Amount Amount Qutstanding Fee Type Delegate Status

Cheryl Devanzy 5142.00 3142.00 Mew Application

{5. Click the CONTINUE button.

26



Applying for New License — Individual and Facility

This screen illustrates the payment portion of a License Application

DELPROS

Cheryl Devaney's Cart
PORTAL

PLEASE DO NOT USE THE BROWSER'S BACK BUTTON A S THAT MAY OVERWRITE YOUR DATA.

If you want to return to your application, simply click on the DASHEOARD link located at the fop of the page
To confinue paying, select Proceed to Payment Gateway button

To select a third party as a Delegate to pay a fee on vour behalf, click the Delegate button

ALL PAYMENT 5 ARE NON-REFUNDABLE.

Cart #X-2019-08-08_04-10-41

Hems Checkaut Confirmiacn
-
6. The default payment method is
selected.
) 4 _
Salect Payment Method: Credit'Debit Card
Amount g1 47 00

(7. Click the Proceed to Payment
LGateway button.

Sask Tmlsgate Procssd {0 Payment Catsway | f€

27



Applying for New License — Individual

This screen illustrates the payment portion of a License Application

(8. Enter the payment details
in the fields marked with
__asterisk (*).

L

9. Click the Continue button.

DELPROS
PORTAL

Required fields are highlighted with an asterisk.
Payment information:
Amount:*

$142.00 &

Cardholder’'s Name:* Cheryl D Devaney (7]
. -

Cards Accepted: = VISA

Card Number:* 4111111111111111 7]

Signature Panel Code:* ggg 7]

Expiration Date:* 08 v |(2028 " |@

Billing information:

Address Line 1:* 1212 Center Street] o
Address Line 2: 7]
Country:* United States ¥ | &

ZIP Code:* 15137 (7]

City: NORTH VERSAILLES b4

State: Pennsylvania vo

Please enter the following information about your payment method:

10. Click the Confirm button.

Amount:

Card information:

Card Type:
Card Number:

Expiration Date:

Billing information:
Address Line 1:
Country:

City:

State:

ZIP Code:

A 4

Continue

Please verify the following information:

Cardholder's Name:

Signature Panel Code:

$142.00

Cheryl D Devaney
Visa
FAKKKKKKKAKRK]{]]

KK

8/2028

1212 Center Street
United States
NORTH VERSAILLES
Pennsylvania

15137

Is this information correct?

Confirm || Modify

28



Applying for New License — Individual and Facility

This screen illustrates the payment portion of a License Application

-

12. Click the PRINT RECEIPT button to
view a printable pdf version of the
\payment receipt button.

DELPROS ° Successful Payment
PORTAL

Thank you for your payment. Your request will be processed within 3 business days.

Transaction details are as follows:

J

= Payment Id: PAY-20190808-2122 I
« Amount Paid: $142.00 Ve ™

o v 13. Click the RETURN TO DASHBOARD

Cheryl Devaney's Cart button.

PLEASE DO NOT USE THE EROWSER'S BACK BUTTON AS THAT MAY OVERWRITE YOUR DATA. \
If you want to return to your application, simply click on the DASHBOARD link located at the top of the page.
ALL PAYMENTS ARE NON-REFUNDAELE.

Cart #X-2019-08-08_04-10-41

Items  Checkout  Confirmation

/11. The receipt shows the details of\ ==
_
the completed transaction.

A

Your payment was successful

Click the Return to Home link after 2;;,;;;;1@

Operator Cheryl Devanay

viewing the Successful Payment

m essage . Receipt Number R-2113220
Payment Credit/Debit Card

Amount $142.00

Type Licensee Name Amount Amount Qutstanding Fee Type Payment Amount

Licensed Architect Cheryl Devaney §142.00 $0.00 New Application $142.00




Applying for New License — Individual and facility

This screen illustrates where to see your new application in Submitted status

DELPROS
PORTAL

New License Applications

To edit or withdraw an application, please click on the Options button.

SORT BY v

Mental Health

Applicants can select the
following options for their
SUBMITTED application

Professional Counselor of Mental
Health

-

14. The license application will display on your
| DELPRROS Dashboard, and the status of the

\SUBMITTED license request is displayed.

The New License Application is now complete!
The next step will be for DPR to process the
application.

SUBMITTED OPTIONS Vv
' §

Download Application
Submit Additional Documentation <

) Change Address
View Application Status

\

J

30



License Look-Up

Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS
PORTAL

DIVISION OF

PROFESSIONAL

Our Mission is to credential qualified professionals to ensure REGULATION the protection of the public's health, safety, and welfare.

DEPARTMENT OF STATE

FORCING PROFESSIONAL s7gyp,

1. Click the GO button
to look-up a licenses
for a person or facility.

Search & Verify License Apply/Manage a License File a Complaint
and Service Requests
Look up public information on File a new license application, manage File a complaint against a Delaware
professional licenses and applicants. existing licenses, request license person or business.

services or initiate service requests.

A 4
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License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS
PORTAL

DASHBOARD LICEMSE LOOK-AIP FILE & COMPLAINT SERMICE REQUEST CONTINUING EDUCATION

2

You can also access
License Look-Up here
from your dashboard

License Look-Up

To look up an Individual or a Facility, enter your search critera DEIOW and CICE &G
License/Approval Mumber fo view more information on an Individual or Facility record.

If you require a verification in wrifing, click Request Written Verificalion for instructions.

-

izt at the botiom of the screen. Click on the

ﬂ 3 §

Search

A

IMDIVIDUAL  FACILITY

Note: When searching for an individual i is recommended to start by selecting the Profession and entering the name or partial
name of the individual. Any information entered as search criteria must match EXACTLY how the information is stored in the system,
otherwize the individual you are searching for may not be found.

-

2. Select Individual or Facility and
fill in the required information to
conduct your search

3. Click the SEARCH button. ]

Current date & time: 2/21/2020 10:28 PM

Last Mame First Mame
- ’
City State
—Select—- \
\.
Profession Type License/Approval Mumber \ 4
—Mone— e —-Maone-- SEARCH I
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License Look-Up

Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS

Search
PORTAL

INDIVIDUAL FACILITY

Note: When searchin

name of the

g for an individual it is recommende

al. Any information ente ) a5 search

otherwise the indi

Last Name First Hame

City State

Profession Type

L

Current date & time: 2/24/2020 12:51 PM

| to start by sele
iteria must match EXA

dual you are searching for may not be found

t, the Profession and entering the name or parti
TLY how the information is stored in the svstem

License/Approval Number

4. Matches will display for the search
criteria at the bottom of the page.

SEARCH

Name * Profession Licensel/Approval Number

Type

Application
Type

Status

Street

Discipline
I Address

City State Zip Code

Adarr
Adam )
Dentistry G1-0000001

John

Alcorn Denti
Nicholas entistry G3-0000403

Alcorn .
I Dentistry G6-0001236
Micholas

Dentist

Dentist
Limited

Unrestricted

Permit

nitial

Application

nitial

Application

nitial

Application

Expired

aEd Cilua
ool Sliver

o Dove DE 19901
Lake Bivd ! “ ¥

J

No Dover DE 19904 v

No Dover DE 19904 v
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License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS
PORTAL Search  wowiouaL raciimy
Note: When searching for an individual it is recommendead to start by selecting the Profession and entering the name or partial
name of the individual. Any information enterad as search criteria must match EXACTLY how the information is stored in the system,
otherwise the individual you are searching for may not be found.
Last Mame First Mame
f 5. Click on the License Number if you
City State . 0
need more information
dover DE v
Profession Type License/Approval Number
Dentistry --None-- 3
ent S " 6. Click on VIEW MORE INFO
Current date & time: 2/24/2020 12:51 PM for more information
. . Application P Street . .
- q
Name Profession Licenge/Approval Number Type Type Status Discipline Address City State Zip Code
A 4

Adam, Initial 861 Silver

i ] i i i [¥
John Dentistry G1-0000001 Dentist Application Active No Lake Blvd Dover DE 19901 v

License Activity Endorsements VIEW MORE INFO [«

Issue Date: 2/18/2020 Mone

Expiration Date: 2(17/2022
Alcorn Dentist Initial

: i ] imitad- i A LTy
Nicholas Dentistry G3-0000403 lelltud Application Expired No Dover DE 19904 v
Resident 34




License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS License Look Up
PORTAL

John Adam 2/24/2020 12:53 PM

The search results for the license holder are
sted to the right

Active

Dentistry

Dentist A new tab with the
License Look-Up details
Initial Application WI” appear

G1-0000001

02/18/2020

02/17/2022

861 Silver Lake Blvd 19901
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License Look-Up
Complete a license look-up on the DELPROS Portal by following the below steps

DELPROS
DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION
PORTAL & ° : =0 1

License Look-Up 7. Licenses with Disciplines are
To lock up an Individual or a Facility, enter your search criteria below and click "Search'

Licenseitpproval Mumber to view more information on an Individual or Facility record S h OW n h e r‘e . CI |c k Yes to V| eW
If you require a verification in writing, click Request Written Verification for instructions. m 0 re d eta | |S O n t h e D | SC | pl | n e ;

Search  mowoua FaciLmy

Title Description
Note: When searching for an individual it is recommended to start by selecting the Profession and entering the name or partial Discipl inar}-'
name of the individual. Any information entered as search criferia must match EXACTLY how the information is stored in the system, 13-Mueller-Gerald-Discipline-1998.pdf Order 1998 View
otherwize the individual you are searching for may not be found. -

12- Disciplinary |\
Lest Mame First Nams Mueller_Gerald_Disciplinary_Order_2020.pdfOrder 2020 h

Komal A
City Stats
—Selact- A\l
Frofession Type License/Approval Mumber
Dentistry ¥ -Mone-- A\ m g
: 8. Click VIEW to download
Current date & time: 2/7/2020 8:06 PM t h Q
e documents in a new tab
Mame * Profession Licenze/Approval Number T Application Status Discipline Street City State Zip
‘AP ype Type P Address Code
Dwvivedi, Initial
istny o A rfiva 2 »
Komal Denfistry C8-0000002 FOI'.C_ Application Acfive Yes <
Provisional
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL

DIVISION OF

PROFESSIONAL

Our Mission is to credential qualified professionals to ensure REGULATION the protection of the public's health, safety, and welfare.

DEPARTMENT OF STATE

AFORCING PROFESSIONAL S7ppp

1. Click the GO button.

O O O

Search & Verify License Apply/Manage a License File a Complaint
and Service Requests

Look up public information on File a new license application, manage File a complaint against a Delaware

professional licenses and applicants. existing licenses, request license person or business.
services or initiate service requests.

.

A
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL

HOME LICENSE LOOK-UP FILEACI

2. Enter the login credentials in
the Email and Password fields.

New Users Existing Users
Create a New Account Login
) Email
Register here for a new DELPROS account.
If you currently have a license or previously applied for a license or certificate in * B
Delaware and do not have a login through this portal, please select | have a License™. Password
If you currently do not have a license or have not previously applied for a license or *

certificate in Delaware, please select *| don't have a License”.

If you have previously submitted a Service Request using a DELPROS account, login e
as an Existing User.

If you do not have a DELPROS account and wish to submit a Service Request, please Forgot Username?| Forgot Password?
select “l don’t have a License” to create a DELPROS account.

I HAVE A LICENSE I DON'T HAVE A LICENSE

A

3. Click the LOGIN button.
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS

PORTAL
2 DASHEOARD  LICENSE LOOK-UP  FILEACOMPLAINT  SERVICE REQUEST  CONTINUING EDUCATION  'wr I

Welcome to your DELPROS Dashboard

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional features of DELPROS. See belgw to Apply for a New

License or view your License(s) and/or Applications.

4. Click the FILE A COMPLAINT link.

Are you applying for a new facility license? First, create your professional business account in DELPROS by clicking here bef

=< APPLY FOR A NEW LICENSE
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL :
DASHBOARD  LICENSELOOK-UP  FILEACOMPLAINT  SERVICE REQUEST  CONTINUING EDUCATION W

Welcome to your Complaint Dashboard

+ SUBMIT A COMPLAINT 5. Click the SUBMIT A COMPLAINT

button.
Complaints
Your Ccmplaints are listed below.
4 N
- — NOTE: Registered users can also view
gi::;n;?::'tmm% o o complaints which they have already
submitted via the Complaint Dashboard.
\§ J
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL

File A Complaint

‘You may file a complaint with the Division of Professional Requlafion (DPR) against a person or business that holds a professional icense if you believe that the person has violated the
law or rules of his or her profession or the business has violated the law or rules of its profession. The license law and regulations for each profession are available on this website

‘You may also file a complaint against an unlicensed perzon who is practicing a profession that requires a professional license or against a business that iz operaling without the
required professional license. To find out if the person or facility holds a professional license, see Search and Verify License.

DPR cannot investigate complaints that solefy concemn billing or insurance issues. You may wish to file billing complaints with the Depariment of Justice Consumer Protection Division
or insurance complaints with the Department of Insurance.

. sion Related to This Comglaint
Your Information N ;

To file a complaint, select the appropriate Profession from
the drop-dowm list. If you cannot find the profession, click
HERE.

Provide the necessary contact information for each field.
Each field noted by (*} is a reqguired field

6. The user will need to provids

information in the provided

form. This includes the

following sections:

* Your Information

*  Who Are You Complaining
About?

* Complaint Information

)

A
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS Who Are You Complaining

PORTAL About?
To register a complaint, provide the complete contact 7 Enter the details abOUt
information for whom you are filing the complaint against. WhO you are com p|aining

about in the fields displayed.

State

A

—MNone—- v

Iz a Business Involved?

--None-- v
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

8. Enter details in the

DELPROS . . Complaint Information
PORTAL Complaint Information " :
\_section.

Please describe your complaint in detail. List services
provided by the licensee, registrant, certificate holder or
individual. Include the dates, times and locations where
you believe offenses occurred and the nature of your
complaint. To the best of your ability, outline how you
believe the subject of your complaint has committed
unprofessional conduct, unlicensed activity, or other
violation. If applicable, you may submit documents in
support of your complaint by faxing them to the
Investigative Unit at (302) 739-2711 or email them to
investigations.dpr@state.de.us

A

If this complaint is about a healthcare profession, please
include information about the patient and date of birth

9. Select SAVE & NEXT. I

—
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL

Complaint Confirmation 10. Click the YES button.

Are you sure that you want to proceed to the next page? .
11. Click the ADD WITNESS

NO

< button (if applicable)

Q DASHEOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTIMUING EDUCATION = '

File A Complaint

‘You may file a complaint with the Division of Professional Regulation (DPR) against a person or business that holds a professional license if you believe that the person has violated the
law or rules of his or her profession or the business has violated the law or rules of its profession. The license law and regulations for each profession are available on this website

You may also file a complaint against an unlicensed person who is praclicing a profession that requires a professional license or against a business that iz operating without the
required professional license. To find out if the person or facility holds a professional license, see Search and Verify License.

DPR. cannot investigate complaints that solely concemn billing or insurance issues. You may wish to file billing complaints with the Department of Justice Consumer Protection Division
or insurance complaints with the Department of Insurance.

Click on the Add Witness button to include any potential
witnesses. You can click on the Next bution once you m <
have included any potential witnesses or if you wish to

submit your complaint without a witness.
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL Click on the Add Witness button to include any potential i LastName 12 Enter the deta”S Of the
witnesses. You can click on the Next button once you Mark X Webb ’
have included any potential witnesses or if you wish to witness in the fields d|5p|ayed_
submit your complaint without a witness.
Street Address
105, City Centre
City State Zip Code
NL LA v 123456 )

e 13. Click the ADD button if you
900010001 . . .

wish to add multiple witnesses.
* Email

someone@agmail.com

A

L14. Click the NEXT button.
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL ;
DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION -

15. Supporting documentation can
be provided by using the Choose File
button, and the UPLOAD button.

Submission List for Complaint

Upload any available supporting documents for your complaint. It is necessany that the name of the file attachment is less than 80 charL

successfully. The character limit does include the file attachment extension, such as (.doc) and (.pdf).
Files must be less than 20 MB in size.

Actions Title Description Uploads
Choose File | No lle chosen Complaint Supporting  Please]upload all supporting documents related to
Documents the compplaint you are filing. [ 16 ClICk SUBMIT COMPLAINT ]

EDIT COMPLAINT SUBMIT COMPLAINT <
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL

Q DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION A1)

File A Complaint

You may file a complaint with the Division of Professional Regulation (DPR) against a person or business that holds a professional license if you believe that t
law or rules of his or her profession or the business has violated the law or rules of its profession. The license law and regulations for each profession are aval

You may also file a complaint against an unlicensed person who is practicing a profession that requires a professional license or against a business that is op
required professional license. To find out if the person or facility holds a professional license, see Search and Verify License.

DPR cannot investigate complaints that solely concern billing or insurance issues. You may wish to file billing complaints with the Depariment of Justice Cons

b &

insurance complaints with the Department of Insurance.

Your Complaint has been submitted

return to the elicense Home Page. Your complaint number is C-DB-2020-00001.

investigations.dpr@state.de.us

Email Address

Thank you, you have successfully submitted your complaint. The respective Board will be in contact regarding your submission. Please click Home to

IT applicable, you may submit documents in support of your complaint by faxing them to the Investigative Unit at (302) 739-2711 or email them to

17. The user is informed that the
complaint has been submitted,
and they can have the complaint
emailed to them, or download a
copy for their records.

)

A

SEND COMPLAINT DOWNLOAD COMPLAINT
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File a Complaint as a Registered User

Perform the below steps to file a complaint as a registered user.

DELPROS
PORTAL & DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION - l

Welcome to your Complaint Dashboard

=+ SUBMIT A COMPLAINT

The Complaint Dashboard will only
. show the submitted or in progress
Complaints complaints for a registered user.

Your Complaints are listed below.

Dietitians/Mutritionists

Complaint Download Complaint

A
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File a Complaint as a Non-Registered User

Perform the below steps to file a complaint as a non-registered user

DELPROS
PORTAL

DIVISION OF

PROFESSIONAL

Our Mission is to credential qualified professionals to ensure REGULATION the protection of the public’s health, safety, and welfare.

DEPARTMENT OF STATE

NFORCING PROFESSIDNAL gy

o o o 1. Click the GO button.

Search & Verify License Apply/Manage a License File a Complaint
and Service Requests

Look up public information on File a new license application, manage File a complaint against a Delaware

professional licenses and applicants. existing licenses, request license person or business.
services or initiate service requests.

A
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File a Complaint as a Non-Registered User

Perform the below steps to file a complaint as a non-registered user

DELPROS
PORTAL

DASHEOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQU CONTINUING EDUCATION -

File A Complaint

‘You may file a complaint with the Division of Professional Regulation (DPR) against a person or business that holds a professional license if you believe that the person has violated the
law or rules of his or her profession or the business has violated the law or rules of its profession. The license law and regulations for each profession are available on this website

‘Wou may also file a complaint against an unlicensed person who is practicing a profession that requires a professional license or against a business that is operating without the
required professional license. To find out if the person or facility holds a professional license, see Search and Verify License.

DPR cannot investigate complaints that sofely concemn billing or insurance issues. You may wish to file billing complaints with the Department of Justice Consurmner Protection Division
or insurance complaints with the Department of Insurance.

2. The users can fill this

Profession Related to This Complaint

Your Information 5 rone .

Ta file a complaint, select the appropriate Profession from
the drop-dowm list. If you cannot find the profession, click
HERE.

Provide the necessary contact information for each field.
Each field noted by (*) is a required field

State

~Mone-- ~

form and start the process
of File a Complaint.

3. The subsequent steps in the
process are the same as to the
steps performed by the
registered user (slides 41 -47)

~
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Continuing Education Hours - Add CE Hours

This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS

PORTAL
Q DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION L 1] |

Welcome to your DELPROS Dashboard

Use the Links above (License Lookup, File a Complaint, Service Request, and Continuing Education) to navigate to additional featpres of DELPROS. See below to Apply for a New
License or view your License(s) and/or Applications

Use the Cart Link to navigate to the cart to pay pending fees.

Are you applying for a new facility license? Click here to create your Facility Account in DELPROS by clicking before starting your application

[ 1. Click the CONTINUING EDUCATION button. J

New License Applications

To edit or withdraw an application, please click on the Options button
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Continuing Education Hours - Add CE Hours

This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS Q DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION LI} l
PORTAL

Continuing Education Tracker

A

Continuing Education Details

Record your continuing education courses by clicking the Add Course button.

Retain the original CE document(s) to provide proof of completion of the CE .
requirements in case you are selected for audit. 2 CIICk ADD COURSE tO add course
for the CE Tracker.

There are three methods to add continuing education courses:

1. By Provider: You can select courses submitted by approved providers by first
selecting a provider from the provider column. You can then select from a list of
pre-approved courses by that provider in the Course Name column.

2. By Course: You can browse and select approved courses by clicking the
Course Name figld.

3. Manual Entry: Lastly, you can manually enter course information in each
column if you cannot locate your course from the previous two options. Enter all
key topics covered in the course that satisfies specific subjects required by your
license in the attribute field. (e.g. Ethics, Accounting, Safety.)
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Continuing Education Hours - Add CE Hours

This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS
PORTAL

3. Select the Profession from the

picklist, and populate the rest of
the fields as required.

Continuing Education Tracker

Continuing Education Details

Record your continuing education courses by clicking the Add Course button

Retain the original CE document(s) to provide proof of completion of the CE requirements in
case you are selected for audit.

There are three methods to add continuing education courses:

1. By Provider: You can select courses submitted by approved providers by first selecting a provider

from the provider column. You can then select from a list of pre-approved courses by that provider in
the Course Name column.

2. By Course: You can browse and select approved courses by clicking the Course Name field.

3. Manual Entry: Lastly, you can manually enter course information in each column if you cannot
locate your course from the previous two options. Enter all key topics covered in the course that
satisfies specific subjects required by your license in the attribute field. (e.g. Ethics, Accounting
Safety.)

Profession

*| None

Provider
*

Course Name
*

Calegory

FANCEL W

Hours
*

Completion Date
*

4[ 4. Click SAVE. ]
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Continuing Education Hours - Add CE Hours

This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS
PORTAL

Success ( .
LS. Click CONTINUE.

Your Continuing Education course record was crgated successfully. Following
a renewal, a percentage of licensees will be selegted for an audit of their CE
Course hours. Please do not send in or upload afjy CE documentation to the
Board office unless you are notified that you havg been selected for an audit.
Mote: Files must be less than 20 MB in size.

A 4

CANCEL CONTINUE
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Continuing Education Hours - Add CE Hours

This section illustrates how users can add CE Hours to the CE Tracker from the portal Dashboard

DELPROS
PORTAL

-
You can see all CE courses added

in your Continuing Education

Continuing Education Tracker

\Tracker from your Dashboard.

Continuing Education Details

COURSE NAME BOARD

Record your continuing education courses by clicking the Add Course button.

Retain the original CE document(s) to provide proof of completion of the CE requirements in

Course 1 Accountancy

PROVIDER HOURS APPROVED CODE DESCRIPTION COMPLETION DATE

Delaware Society of CPAs 100.0 2/18/2020

® o

case you are selected for audit.

ADD COURSE
There are three methods to add continuing education courses: -

1. By Provider: You can select courses submitted by approved providers by first selecting a provider
from the provider column. You can then select from a list of pre-approved courses by that provider in
the Course Name column.

2. By Course: You can browse and select approved courses by clicking the Course Name field

3. Manual Entry: Lastly, you can manually enter course information in each column if you cannot
locate your course from the previous two options. Enter all key topics covered in the course that
satisfies specific subjects required by your license in the attribute field. (e.g. Ethics, Accounting,
Safety.)
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Submit a Service Request

This section illustrates how to submit service requests from a user’s Dashboard

DELPROS

PORTAL
Q DASHBOARD LICENSE LOOK-UP FILEACOMPLAINT  SERVICE REQUEST  CONTINUING EDUCATION wr '

Welcome to your Service Requgst Dashboard ; : :
[ 1. Click the Service Request tab in J

the Navigation bar.

=< APPLY FOR A NEW SERVICE REQUEST

A

(2. Click the APPLY FOR A NEW
| SERVICE REQUEST button.

——/
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Submit a Service Request

This section illustrates how to submit service requests from a user’s Dashboard

Ve

3. Select Yes from the drop-down. J

ceeros || Seryvice Request L

PORTAL

A 4

Is your request specific to a particular license or application?

QUGS’[IOH Yes v

PROCEED CANCEL

4[4. Click the PROCEED button. ]

\ 4
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Submit a Service Request

This section illustrates how to submit service requests from a user’s Dashboard

DELPROS
PORTAL

Service Request

Your Information

Provide the License Type, Board, Service Request Type
to Raise the Service Request.

-
5. Select the values from the
drop-down for the Board, Type

\and Service Request Type.

A 4

Board

Dietitians/Nutritionists e
T:.-'pe

Dietitian/MNutritionist ~
Service Request Type

Inactive License Request ~
s | . ckine procesD buton. |

A
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Submit a Service Request

This section illustrates how to submit service requests from a user’s Dashboard

DELPROS Soard
PORTAL Dietitians/Nutritionists e
Type
Dietitian/MNutritionist ~

Service Request Type
Inactive License Request 7. Se.IeCt. the license or
application for the request.
Select License Number Board License Type
A 4
DN-0000003 Dietitians/MNutritionists Dietitian/Mutritionist

‘_\— 8. Click the SAVE AND CONTINUE button.

. J

1
]
Note: Only licenses or applications that meet the requirements of the Service Request type will appear i
1
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Submit a Service Request

Certain professions and license types will require a payment to be made before the service request can be submitted

DELPROS
PORTAL

DASHBOARD LICENSE LOOK-UP FILE A COMPLAINT SERVICE REQUEST CONTINUING EDUCATION - l

Service Request

Licensee Mame License Number
REQU EST FOR Apurva Asthana DN-0000003
INACTIVE STATUS
fiigri]zz E}ei:i?itvf‘:r changing the status of existing ( 9 ClICk the SAVE AND PAY
L button.

A 4

CANCEL SAVE AND PAY

Note: Not all Service Requests have payments associated with them. The request would end here with a
SUBMIT Service Request button.
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Submit a Service Request

This section shows the steps to complete the payment.

PORTAL
the row.

DELPROS Cart #X-2019-06-14_08-33-55 [ 10. Click on the box to select ]

ltams Checkout Confirmation

Fees

il Type Licensee Name Amount Amount Qutstanding

] Dietitian/Mutritionist Apurva Asthana 340.00 340.00

A

CONTINUE

[11. Click the CONTINUE button. ]
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Submit Service Request to Make License Inactive

This section shows the steps to complete the payment.

DELPROS
PORTAL

Cart #X-2019-06-14_08-33-55

ltams Checkout Confirmation

Select Payment Method: Credit/Debit Card

Amount: $4D. 00

Back Delegate

Proceed to Payment Gateway|

A

/7

12. Click the Proceed to

Payment Gateway button and
complete the payment screens.

J
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Submit a Service Request

Once the payment is processed, you will perform the following steps to complete the request

DELPROS
PORTAL

o Successful Payment

Thank you for your payment. Your request will be processed within 3 business days.

Transaction details are as follows:

* Payment Id: PAY-20190614-666
» Amount Paid: $40.00

» Payment Type: Credit/Debit Card
- Transaction Id: 2417043

Return to Home

13. Click the Return to Home link.




Submit a Service Request

This section shows how the user can download the request from the Service Request Dashboard

DELPROS
PORTAL

Welcome to your Service Request Dashboard

+ APPLY FOR A NEW SERVICE REQUEST

Service Request

Each step of the Service Request will explain what information is necessary to move forward to the next

the Service Request and submitted it, the appropriate Board will review your Service Request and you w

completed

Use the Cart Link above to navigate to the cart to pay pending fees

Service Request Applications are listed below

SR-000031 Roster Request

Status:Complete

-

The Service Request Dashboard will show
all your submitted Service Requests and the
status. Click Download Service Request to
view more information for the request.

A
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